
Supervisor prepares SF52
w/supporting documentation

Is Time Off Award
for 1 day or less?1st level supervisor signs

Block 5.
SF52 submitted to Director/

TA for approval

Time Off Award is for more than 1 day
or a group award.

SF52 and supporting documentation is
submitted to Director/TA

Does supporting
documentation merit

award?

Director/TA signs
Block 5 of SF52

SF52 is forwarded to CC/CD for
final approval.

CC/CD signs Block 6

Director/TA
returns SF52
w/supporting

documentation
to office of

origin

SF52 is returned to originating
office for submittal to MSX

Does
supporting

documentation
merit award?

Director/TA signs
Block 5 of SF52.

SF52 is returned
to originating office for

submittal to MSX

MSX processes to Civilian
Personnel for coding in the

civilian data system

Director/TA
returns SF52
w/supporting

documentation
to office of

origin

Time Off Award
Process/Approval Authority

YES

NO

YES

YES

NO

NO


